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Summary. The Feder al bri gade commanders, Gol dm ner
Manager's Financial Integrity Teans, and forward-depl oyed

Act (Public Law 97-255)
requires that (internal)
managenent controls be
established to provide
reasonabl e assurance that
government assets are guarded
agai nst fraud, waste and
abuse. This regulation
outlines the basis of the
Managenent Control Program
wi t hi n Cadet Conmand.
Checkl i sts ensure adequate
controls are in place and
operating throughout the
command, which all ow
weaknesses to surface before
t hey escal ate into problens.
This update realigns
functional responsibility for
t he Managenent Contro
Program under HQ Cadet
Command and provi des
instructions for program
managers.

Applicability. This

regul ation applies to al
Cadet Command el enents, to
i ncl ude HQ Cadet Comrand,
regi on headquarters, ROIC
battal i ons and JROTC units,

activities.

Suppl ementation. This

regul ati on may not be

suppl emrent ed. However, Cadet
Command activities are
encouraged to publish an

i nternal standi ng operating
procedure (SOP) covering
managenent controls for their
oper ati on.

Suggested | nprovenents. The
proponent of this regul ation
i s the Resource Managenent
and Logistics Directorate,
U S Arny Cadet Conmand.

Send comments and suggest ed

i mprovenents on DA Form 2028
(Recommended Changes to
Publ i cati ons and Bl ank For ns)
t hrough channels to
Commander, U.S. Arny Cadet
Command, ATTN. ATCC-RR, Fort
Monr oe, VA 23651-5000.
Suggest ed i nprovenents nay

al so be submtted using DA
Form 1045 (Arny | deas for
Excel | ence Program (Al EP)
Proposal ).

*This regul ati on supersedes Cadet Crd Regul ation 11-2,

13 Sep 95
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Chapter 1 1-2. References. Required

and rel ated publications are

| nt roducti on listed in Appendix A
1-1. Purpose. This
regul ation outlines the basis 1-3. Explanation of
of the Managenent Contr ol abbreviations and terns. The
Program wi t hi n Cadet Conmmand. gl ossary contai ns
Checkl i sts ensure adequate abbrevi ations used in this
controls are in place and regul ati on
operating throughout the
command, which all ow 1-4. Background. Managenent
weaknesses to surface before Control s are:

t hey escal ate into problens.
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a. The neans that
managers use to regul ate and
gui de their operations and
prograns to ensure the job is
conpl eted properly.

b. Essential to conduct
Cadet Command operations in a
prof essi onal and busi nessli ke
manner. \WWen exercised with
a prudent, conmmon sense set
of standards, nmanagenent
controls permt adequate
protection and accountability
for the resources entrusted
t o managenent .

c. A nethod to achieve
managenent obj ectives by
serving as checks and
bal ances agai nst undesired
actions. Sound nanagenent
controls provide reasonabl e
confidence (for all levels of
managenent ) that essenti al
operations and requirenents
are being acconplished every
day in an effective and
econom cal way.

1-5. Responsibilities within
t he command.

a. Commandi ng Ceneral,
Cadet Command.

(1) Ensures the Arny
Managenment Control Programis
operating throughout the
command, i ncl uding al
subor di nat e conmands and
activities.

(2) Signs the Annua
Assurance Statenent to HQ
TRADOC on the status of

managenent controls within
t he command.

b. Director, Resource
Managenment and Logi sti cs.

(1) Appoints a
Managenent Control Program

Adm ni strator to design

i npl enent, and sustain a
vi abl e Managenent Contr ol
Program for the conmand.

(2) Ensures
managenent officials at all
| evel s are aware of their
managemnment contro
responsibilities.

(3) Verifies that
all mlitary and civilian
managers and supervi sors have
explicit managenent contro
responsibilities in their
performance agreenents.

(4) Requires
managenent control review
checklists to be used at
appl i cabl e assessable units
(as defined in AR 11-2)

t hroughout the command to
eval uat e subtasks required by
t he Managenent Control Pl an
(MCP), special tasking issued
by the Arny Managenent

Control O fice, or HQ Cadet
Conmmand.

(5) Adds to
prescri bed managenent contro
revi ew checklists by issuing
suppl enents to acconmobdat e
command uni que conditions.

(6) Eval uates
mat eri al weaknesses to



identify potential command-
wi de probl ens.

(a) Establishes and
neets nilestone dates to
correct any materi al
weaknesses within the
conmand.

(b) Monitors al
managenment control probl ens
to ensure priority
acconpl i shnent of corrective
actions.

(7) Reviews annua
feeder reports from Regi on HQ
and Brigades on the status of
managenent controls;
fol |l ow ng gui dance i ssued by
HQ TRADQOC, forwards annual
report to the Commandi ng
Ceneral (CG for signature.

c. Managenent Control
Program Adm ni strator.

(1) Serves as the
central point of contact for
Cadet Command.

(2) Establishes,
i npl enents, and mai ntains a
managenment control programin
accordance with (1 AW the
responsibilities set forth
for the CG and the Director,
Resour ce Managenent and
Logi sti cs.

(3) Establishes a
network of people within the
command responsi bl e for
carrying out the program

(4) Establishes a
poi nt - of - contact (PQC)
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network for sendi ng/receiving
routi ne correspondence,
passing related information,
and obtai ning reports.

(5) Disseni nates
tinmely, useful guidance and
i nformation on program
adm ni stration.

(a) Wien gui dance is
recei ved from TRADCC,
eval uates for Cadet Command
inplication, applicability,
and effect upon recent
policies. Passes information
to POC with clarifying
gui dance, if necessary.

(b) Researches
queries fromwthin the
command or TRADCC staff and
furni shes responses either
informally by tel ephone or
formal |y by correspondence.

(6) In coordination
Wi th appropriate staff
of fi ces, devel ops and
publ i shes managenent contro
checklists for the comrand.

(7) Conpletes the
checklist for AR 11-2,
Managenent Contr ol

(8) Provides guidance
to the CG other nmanagers and
i ndi vi dual s responsi ble for
creating/ nonitoring
checkl i sts, and making
managenment control reviews.

d. Region Commanders.

(1) Appoint a
Managenent Contr ol
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Adm ni strator for the region
headquarters to:

(a) Assist senior
managers in ensuring
managenent contro
responsibilities are carried
out properly.

(b) Verify, through
testing or other neans, that
m ni mum essential controls
are in place and operating at
t he regi on headquarters.

(c) Conplete
checklists as required by
this regulation for the
regi on headquarters and keep
nost current copy on file for
i nspecti on.

(d) Evaluate nmateri al
weaknesses that have surfaced
at the region headquarters to
identify problens. Monitor
al | managenent contro
probl ens at the region
headquarters to ensure
priority acconplishnment of
corrective actions.

(e) Establish and
nmeet mil estone dates to
correct naterial weaknesses
at the region headquarters.

(2) Provide
sufficient command support
with which to devel op and
nmonitor the region
headquarters MCP

(3) Ensure nanagenent
officials within the region
headquarters are aware of
t heir managenent contro

responsibilities. Reflect
accountability for the
success or failure of
managenent control practices
in performance agreenents of
appropriate mlitary and
civilian managers.

(4) Provide annual
report to Cadet Command f or
t he regi on headquarters.

e. Inspector Ceneral
(1g.

(1) Report to Cadet
Command Resour ce Managenent
and Logistics Directorate or
Regi on Resource Managenent
Di vision any nateri al
weaknesses surfaced during
i nspections and I G visits.

(2) Eval uate how wel |
t he managenent contro
process has been inpl enent ed
and whet her prescribed
managenent control processes
are adequat e.

f. Brigade Commanders.

(1) Serve as
Assessabl e Unit Manager for
SROTC and JROTC school s
within their area of
responsi bility.

(2) Ensure all
enpl oyees are aware of the
managenent control processes.

(3) Ensure good
managenent controls are in
pl ace and wor ki ng.



(4) Designate
managers to perform
eval uations or conplete
checkl i st s.

(5) Submt annual
report. The format can be
downl oaded fromthe Resource
Managenent and Logi stics
Directorate website
[ wwy. rot c. nonroe. army. m |/
resource]. These eval uations
becone the basis for the
Annual Assurance Statenent.

(6) Ensure problens
in areas not mandated are
eval uat ed under the
managenment control process
when situation warrants.

(7) Ensure conpliance
wi th the managenent contro
process is included in
per f or mance agreenents of
civilian and mlitary
managers who control, use, or
aut hori ze the use of
gover nnent assets.

(8) Conmply with
reporting procedures
establ i shed by Cadet Conmand.
The reporting format can be
downl oaded fromthe RVELD
websi te.

(9) Submt annual
assurance statenents through
t he regi on headquarters to
HQCC i n accordance with
est abl i shed m | est ones.

g. Professors of
Mlitary Science (PM5), SROTC
Battal i ons.
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(1) Ensure good
managenent control processes
are in place and properly
oper ati ng.

(2) Conduct periodic
eval uati ons of key managenent
controls as directed by the
Assessabl e Unit Manager
(Brigade Commander).

(3) Keep the
eval uation/ checklist on file,
al ong wi th supporting
docunent ati on, for
i nspection/audit purposes.
Supporting docunentation wll
be maintained until a
subsequent review is nade.

(4) Conmply with
reporting procedures
establ i shed by the Brigade
Commander. The reporting
format can be downl oaded from
t he Resource Managenent and
Logistics Directorate
websi t e.

h. Directors of Arny
| nstruction/ Seni or Arny
I nstructors, JROTC Units.

(1) Ensure good
managenent control processes
are in place and properly
oper ati ng.

(2) Conduct periodic
eval uati ons of key managenent
controls as directed by the
Assessabl e Unit Manager
(Brigade Commander).

(3) Retain a copy of
t he eval uation/checkli st on
file, along with supporting
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docunent ati on, for

i nspection/audit purposes.
Supporting docunentation wll
be mai ntained until a
subsequent review is nade.

(4) Comply with
reporting procedures
establ i shed by the Brigade
Commander. The reporting
format can be downl oaded from
t he Resource Managenent and
Logistics Directorate
websi t e.

1-6. External/internal
audits. Al audits of Cadet
Command operations w |

i ncl ude an on-site assessnent
of the managenent contro
program The followng is
provi ded for information to
hel p understand the
assessnent procedure.

a. The nethodol ogy used
for eval uati ng managenent
control s invol ves:

(1) ldentifying
managenent control objectives
t hat managenent has desi gned
to ensure that |aws,
regul ati ons, comand
directives and policies are
conplied with in the
activity.

(2) ldentifying key
managenent control procedures
t hat managenent has
establi shed to achi eve
obj ecti ves.

(3) Testing those
pr ocedur es.

(4) ldentifying
needed fol | ow-up actions.

b. The auditors obtain
information on the activity,
m ssi on/ obj ecti ves, and
procedures by readi ng
manual s, revi ewi ng past
audi t/ eval uati on reports,

i ntervi ewm ng managenent and
enpl oyees, and maki ng
observations. Auditors wll
usual |y ask questi ons,
focusi ng on understandi ng the
managenment control structure,
to determine if managenent
controls have been placed in
operation, and testing their
ef fecti veness.

c. Because of inherent
l[imtations in the design and
operation of any managenent
control system auditors do
not expect managemnent
controls to prevent or detect
all instances of
nonconpl i ance or abuse. The
nost pervasive limtation is
that the cost of nmanagenent
controls should not exceed
their benefits. In deciding
how ext ensive the system of
managenent controls should
be, managenent needs to
conpare the cost of nore
controls with the benefits to
be gai ned.

Chapter 2
Managenment Control Standards

2-1. Managenent contro
standards. The Conptroller
CGeneral of the United States
has establ i shed standards



that define the m ninmm| evel
of quality acceptable for
managenent control systens in
operation. These standards
al so constitute the criteria
agai nst which systens are to
be evaluated. Ensuring that
managenent controls in each
organi zation are in
conformance with the
foll ow ng standards is the
basic Integrity Act (PL 97-
255) responsibility of every
Arny manager.

2-2. A managenent tool
Managenent controls are the
nmeans that managers use to
regul ate and guide their
operations and prograns to
ensure the job is conpleted
properly. Good nmanagenent
controls are essential to
achi evi ng proper conduct of
Arny admnistration in a

pr of essi onal and busi nessl i ke
manner. \WWen exercised |AWa
prudent, commobn-sense set of
st andards, managenent
controls permt ful
accountability for the
resources entrusted to
managenent. The controls
facilitate achi evenent of
managenent obj ectives by
serving as checks and

bal ances agai nst undesired
actions. Sound managenent
controls provide reasonabl e
confidence (for all levels of
managenent) that essenti al
operations and requirenents
are being acconplished every
day in an effective and
econoni cal way.
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2-3. Reasonabl e assurance
standard. Managenent control
systens are to provide
reasonabl e assurance that the
obj ectives of the prograns
wi |l be achieved.

a. This standard
recogni zes that the cost of
managenent controls should
not exceed the benefit
derived.

b. Reasonabl e assurance
equates to a satisfactory
| evel of confidence under
gi ven consi derations of cost,
benefit, and risk--acceptable
performance within the
reality of what can be
acconpl i shed.

2-4. Supportive attitude
standard. Managers and

enpl oyees are to maintain and
denonstrate a positive and
supportive attitude toward
managenent controls at al
tinmes.

a. This standard
requires Arny nmanagers to
take steps to pronote the
ef fectiveness of managenent
controls.

b. Managers should
ensure subordi nate personnel
consi stently gi ve nanagenent
controls a high priority.

2-5. Conpetent personnel
standard. Managers and

enpl oyees are to have

per sonal and prof essi onal
integrity and are to maintain
a |l evel of conpetence that
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allows themto acconplish
their assigned duties, as
wel | as understand the

i nportance of devel opi ng and
i npl enenti ng good nanagenent
controls.

a. Managers who possess
a good under st andi ng of
managenent controls are vital
to effective control systens.

b. Overall performance
apprai sal s and efficiency
ratings for applicable
managers shoul d include an
assessnment of how well the
i ndi vi dual has devi sed,

i npl enent ed, and sust ai ned
essential managenent
controls.

2-6. Contro

obj ecti ves/techni ques
standard. Control

obj ectives/techniques are to
be effective and efficient in
acconplishing their
managenent contro

obj ecti ves.

a. Mnagenent contro
obj ectives identified and
devel oped for activities nust
be | ogical, applicable, and
reasonably conpl ete.

b. Techni ques i ncl ude
specific policies and
procedures, organization
arrangenents (including
separation of duties,
reconciliation, suspense, and
physi cal observation
actions), as well as
essenti al physical neasures,

10

such as locks and fire
al ar ms.

c. Techni ques shoul d be
designed to derive maxi num
benefit with mninmmeffort.

2-7. Docunentation standard.
Managenent control systens
are to be clearly docunented,
and the docunentation readily
avai |l abl e for exam nati on.

a. This standard
requires witten evidence
supporting transactions or
ot her significant events.

b. Docunentation should
be useful to managers in
controlling their operations
and to auditors and others
i nvol ved in anal yzi ng
oper ati ons.

2-8. Separation of duties
standard. To reduce the risk
of error, waste, or w ongful
acts, or to reduce the risk
of those acts going
undet ect ed, no one i ndi vi dual
may control all key aspects
of a transaction or event.

a. Duties and
responsi bilities nust be
assi gned systematically to a
nunber of individuals to
ensure that effective checks
and bal ances exi st.

b. Key duties include
aut hori zi ng, approving, and
recordi ng transacti ons;
requi sitioning, receiving,
and i ssuing equi pnent,
suppl i es and services; naking



paynments; and review ng or
auditing transactions.

2-9. Supervision standard.
Qualified and conti nuous
supervi si on ensures that
managenent control objectives
are achi eved.

a. This standard
requires clearly
comuni cating the duties,
responsibilities, and
accountabilities assigned to
each staff nmenber;
systematically reviewi ng each
menber's work to the extent
necessary; and approvi ng work
at critical points to ensure
that work flows as intended.

b. Managers nust guide
and train their personnel to
hel p ensure errors, waste,
and wongful acts are
m nimzed and that specific
managenent directives are
achi eved.

2-10. Access to and
accountability for resources
standard. Access to
resources and records is to
be limted to authorized

i ndi vi dual s, and
accountability for the
custody and uses of resources
is to be assigned and

mai nt ai ned. The basi ¢ concept
behind restricting access to
resources is to help reduce
the risk of unauthorized use
or loss to the Governnent.

Chapter 3

Managenent Control Pl an
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3-1. Managenent control

pl an. The requirenent for a
managenent control plan ( MCP)
was established by the August
1986 revision of OWMB Circul ar
A-123.

a. The primary purpose
of an MCP is to identify
tasks; their risk ratings
(high, nedium low); the
seni or managers responsi bl e
for the areas; and the
schedul ed eval uati ons
(managenent control revi ews)
over a 5-year period.

b. The MCP is issued
yearly and can be found on
the ASA(FM website.

c. RM&LD will publish an
MCP for those checklists
applicable to Cadet Command
and post it to their website.
Each year, the report format
on the website will be
updated to reflect the
checklists required for that
reporting period.

3-2. Inplenentation.

a. Cadet Command is
responsi bl e for conducting
managenent control reviews of
Arny regul ations that are
i npl enented on behal f of HQ
TRADOC (not regul ations that
are routinely used as
references in day-to-day
activities). These
checklists, normally
publ i shed as part of the
regul ation, are to review
operational areas as

11
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frequently as circunstances
warrant (suspected problem
identified risk, change of
command, etc.) but not |ess
frequently than prescribed by
t he MCP

b. In addition, there
are checklists published by
HQ Cadet Conmmand to eval uate
controls in specific high-
risk prograns. These
checklists take | ess than 30
m nut es each to conplete and
nmust be done annually. They
are used as feeder
i nformation for
i nspections/audits and
hi ghl i ght weaknesses before
t hey becone probl em areas.

3-3. Cadet Command's
Managenent Control Pl an.

Cadet Command' s Managenent
Control Plan, which lists al
checklists currently required
by this organization and the
date they are due for review,
i's published on the RM&LD
websi te.

Chapter 4
Managenment Control Reviews

4-1. Definition. A detailed
exam nation of a programto
det er m ne whet her adequate
managenent controls exist and
if these controls have been
properly inplenented to
prevent or detect waste,
fraud, or abuse of governnent
assets. The formal review
docunent s the adequacy of

t hese control techniques.
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4-2. The review

a. Managenent control
reviews may range froman ad
hoc exam nation of a single
subt ask by one individual to
a full scale cyclical survey
of several tasks by a task
force.

b. Based on an Arny
deci si on, manpower and
funding to do these reviews
wi |l be absorbed within
current funding and staffing.
The requirenent is tied
directly to AR 11-2 and PL
97-255 and nust be execut ed.
The Arny has made the
decision that all levels wll
participate and execute their
portion of the managenent
controls program W can tie
the process to a current or
pl anned review, audit,
survey, or study that can
m nimze resource
requi renents. This, however,
requi res | ong-range planning.

c. Mst reviews take a
relatively short tinme to
acconpl i sh, and savi ngs
usual |y occur in four areas:

(1) Elimnating
unneeded steps, controls, and
gui dance.

(2) Inplenmenting
sound control s and operating
practices.

(3) Streaniining
reporting and standardi zi ng
proponency and operations.



(4) Cearer
understanding of the roles in
executing the ROTC program
and a better comunication
process so that waste, fraud,
and abuse can be prevented,
detected, then corrected.

d. The key to the
managenent control programis
to make sure the optinum
controls are in place and
wor ki ng.

(1) I's the control
t echni que sound? Have al
harnful side effects or risks
been identified as they
relate to any major change in
control objectives?

(2) I's the control
practical ? The best controls
on paper are worthless if
t hey cannot be executed by
oper ati ng nanagers.

(3) I's the control
timely? The right contro
devel oped too | ate or ahead
of its time is worthless.

(4) Is the contro
acceptable? It is better to
have an acceptabl e control
that 100 percent of the
managers use than the best
control which 50 percent
i gnor e.

e. Once the controls are
in place and working, a
managenent control checkli st
is used to validate the
ef fectiveness.

Cadet Cnd Reg 11-2

4-3. Assessable Unit
Managers (AUM .

a. AR 11-2 limts AUMto
0-6/GM 15 positions. This is
i ntended to provide greater
flexibility to commanders and
managers and to increase
their accountability for
effectiveness of their
control s.

(1) The HQ Cadet
Command Chi ef of Staff and O-
6 directors/special staff
officers are AUM for HQ Cadet
Comrand.

(2) The Regi on Chi ef
of Staff is the AUMfor the
regi on headquarters.

(3) The Brigade
Conmanders are the AUM for
their brigades and
SROTC/ JROTC school s.

b. AUMresponsibilities
are to:

(1) Ensure all
enpl oyees are aware of the
managenent control processes.

(2) Designate nmanagers
to perform eval uati ons.

(3) Certify
eval uati ons, supported by
speci fi c docunentati on,
i ncl udi ng who conducted the
eval uati on, date eval uation
was conduct ed, nethods used
to test key controls, what
weaknesses were detected, if
any, and what corrective
actions were taken.

13
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(4) Pronptly correct
(or raise to a higher Ievel)
weaknesses within their
pr ogr am nmanagenent .

Chapter 5

Managenent Control Revi ew
Checkl i sts

5-1. Definition. A
managenent control review
checklist is a series of
guestions for conducting a
systematic, detailed

exam nation of a function to
determ ne if adequate contro
nmeasur es have been

i mpl enent ed.

5-2. Purpose. The purpose
of a managenent contro
review checklist is:

a. To test whether
prescribed controls are in
pl ace, operational, and
effective. Analytical
t echni ques, such as
statistical sanpling, are
used when appropriate to
performtests.

b. To identify m ssion
activities where additions or
reductions to existing
controls are needed.

c. To highlight
potential problem areas and
provi de feedback to
managenent .

d. To provide support

for the commander's basis of
reasonabl e assurance as to

14

t he adequacy of managenent
controls within the
or gani zati on.

5- 3. Reasonabl e assurance.

a. In the context of the
Integrity Act, the term
reasonabl e assurance neans a
satisfactory |evel of
managenent confi dence t hat
t hose managenent contro
systens within their area of
responsi bility are adequate
and operating as intended.
| nherently a managenent
j udgnment, reasonabl e
assurance recogni zes
acceptabl e levels of risk
t hat cannot be avoi ded
because the cost of control
coul d exceed the benefits
deri ved.

b. The checklist is the
test for mninmumcontrol s at
every level. By answering
YES, NO, or NVNAto the test
guestion and providing notes
in the allotted space, the
revi ewer annotates what the
response is based on. This
| eaves an audit trail for new
managers or for an official
revi ew of the managenent
control process.

c. \Wen answering the
test questions, all NO
responses nust be expl ai ned.
The expl anation nust be
concise as to why the control
i s i nadequate or not
functioning. Docunment what
is being done to rectify the
situation. |[If the situation
is not correctable, an




expl anation of what
alternatives are being used
to mai ntain control

obj ectives nust becone part
of the docunentation package.

d. The conpl eted
checkl i st and docunentation
package, coupled with the
signature of the operating
manager, attests to the fact
t hat managenent controls are
in place and operating.

5-4. Frequency. Checklists
are used to revi ew
operational areas as
frequently as circunstances
warrant but not |ess
frequently than prescribed by
the MCP. As nost checklists
are on a five-year cycle, it
is good to use them
periodically, especially if
there is a suspected problem
potential risk, or a change
in the primry manager.

5-5. Conpl eting checklists
out si de of functional areas.
O her activities such as the
Def ense Fi nance and
Accounting Service (DFAS) or
support installations can
task Cadet Command to

conpl ete checklists in
connection wth one of their
managenent control revi ews.
Wil e these checklists are
out si de Cadet Conmand’ s
functional responsibility,

t hey should only cover areas
where direct action is
needed, e.g., cadet pay or

| ogi stics procedures.

Cadet Cnd Reg 11-2

a. Al requirenents to
conpl ete checklists received
from out si de Cadet Conmand
w Il come through Cadet
Command' s Managenent Contro
Adm ni strator to ensure that
an internally generated
checklist is not being used
as a DA-approved managenent
control checkli st.

b. Direct coordination
wth the activity is
accept abl e, however,
awar eness of these
requi renents ensures they are
not used to excess.

c. The purpose of using
a checklist is to determ ne
if there is reasonable
assurance that controls are
in place and operating.
Overuse of checklists by
requiring everyone who is
remotely related to a subtask
to use a checklist defeats
t he purpose of the Managenent
Control Program and
over burdens nanagers.

Chapter 6
Mat eri al Weaknesses

6-1. Material weaknesses.
Absence of, or nonconpliance
wi th, any managenent contro
for acconplishing

requi renents constitutes a
weakness that nust be
corrected.

a. At the activity
| evel, the initial
determ nation that a weakness
i n managenent controls is or

15
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is not material is based on
the activity manager's

j udgnment about the relative
significance of the problem
| f the problemrequires the
attenti on/ awareness of the
next hi gher |evel of
managenent, it should be
consi dered material and
reported whet her the
deficiency has been corrected
or remains to be corrected.

b. The decision of
materiality is then
redeterm ned at each
successi ve echel on based on
t he responsi bl e manager's
prof essi onal judgnment (e.g.,
battalion/unit to brigade to
region to Cadet Conmmand).

6-2. ldentification.

Al t hough not nmandatory,
scoring each of the follow ng
considerations as relatively
significant or insignificant
can help a manager in the
judgnent call of whether the
absence of, or nonconpliance
with, a control constitutes a
mat eri al weakness:

a. Actual or potenti al
| oss of resources.

b. Sensitivity of the
resources invol ved.

c. Magnitude of funds,
property, or other resources
i nvol ved.

d. Actual or potenti al
frequency of | oss.
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e. Current or probable
medi a i nterest (adverse
publicity).

f. CQurrent or probable
congressional interest
(adverse publicity).

g. Unreliable
i nformati on causi ng unsound
managenent deci si ons.

h. Dimnish credibility
or reputation of managenent.

i. Inpact fulfillnment of
essential m ssion.

j. Violation of
statutory or regulatory
requirenents.

k. Repeat
audi t/inspection finding.

6- 3. Fi ndings from external
sources. Findings from
external audit sources
(I'nternal Review and Audit
Compliance (I RAC), Arny Audit
Agency (AAA) and the Ceneral
Accounting Ofice (GAO) are
not automatic materi al
weaknesses. Several factors
nmust be considered in

eval uating audit results.

a. First, the results
nmust address a failure or
weakness in a managenent
cont rol

b. Second, managenent
must concur with the results
and identify corrective
actions.



c. Third, the results
nmust be eval uated for
materiality by the addressee
of the report.

As soon as nanagenent is
aware of a weakness from any
source, the weakness becones
a candidate for reporting and
shoul d be eval uat ed by
managenent. Even though the
external review source
considered the results

mat eri al, managenent nust
still evaluate the results to
determine if the results are
material fromtheir

per spective and shoul d be
reported in the annual
assurance statenent.

6-4. Correcting managenent
control weaknesses.

Managenent control weaknesses
detected by any neans,

i ncludi ng a checklist, should
be corrected as quickly as
resources and essenti al

m ssion priorities permt.

a. The ability of
managenent at all levels to
show it has detected and
corrected (or is correcting)
weaknesses in its program
managenent or all ocated
resources, is the underlying
goal of the Integrity Act.

b. If correcting an
identified weakness (or the
cost of control) exceeds the
benefit derived, supporting
docunentation to this effect
shoul d be placed on file for
future managenent contro
revi ews, routine inspections,

Cadet Cnd Reg 11-2

or AAA audits where the issue
may be resurfaced.

Chapter 7
Reporting
7-1. Annual reports.

a. Cadet Command's
Annual St at enment of Assurance
on Managenment Controls is
prepared in the | ast quarter
of each fiscal year (usually

July).

b. This report is based
on reports prepared by the
regi ons, brigades, SROTC, and
JROTC and is sent to TRADOC
(along with an overvi ew of
t he managenent contro
program w t hin the Comrand)
under the signature of the
CG

7-2. Annual Managenent
Control Report.

a. The sanple report for
regions is shown at Figure 7-
1, for brigades Figure 7-2,
SROTC Figure 7-3, and JROTC
Figure 7-4. A copy of this
format may be downl oaded from
t he RVELD websi te.

b. Each battalion/unit
briefing for the CG Cadet
Command will include a slide
whi ch addresses their
managenent control program
(i.e., reviews/date checklists
conpl et ed).

c. DAI/SAl not submtting
a yearly report (through their
Assessabl e Unit Manager
[ Bri gade Conmander]) will be

17
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pl aced on probation for one
year. |If the report is not
forthcomng, it wll be

grounds for decertification.

d. The PMS should include
the requirenent for the yearly
report on their OER support
form PMS not submtting the
report (through their

Assessable Unit Manager) w |
receive a letter of concern
fromthe Brigade Conmander
When applicable, the rating
officials should include rated
of fi cer performance on the
yearly report in their overal
assessnent of perfornmance on

t he CER

MANAGEMENT CONTROL REPORT

REG ON LEVEL

S: XXXXX
E- MAI L REPORT TO HQ CADET COMVAND ( xxxxxx@ronroe.arny.ml)
( XXX= XXX= XXXX/ XXXXXXXXX)

VALI DATI ON STATEMENT:

| have reasonabl e assurance that the conbination of actions taking
pl ace wthin the regi on headquarters ensure that nmanagenent controls
are in place and operating as intended.

Nane
Title

CHECKLI STS:
regi on headquarters:

[ Cadet Command wil |
copy posted to the website.]

WEAKNESSES FOUND/ ACTI ON TAKEN:

ACCOUNTABI LI TY:
responsibilities in their

Dat e

The foll owm ng checklists have been conpleted for the

list checklists due for the reporting year on the

The follow ng positions have nanagenent control
performance agreenents | AWCCR 11-2:

Figure 7-1. Format Regi on Report
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MANAGEMENT  CONTROL REPORT
BRI GADE LEVEL

E- MAI L REPORT THROUGH REG ON RESOURCE MANAGEMENT DI VI SI ON TO REACH HQ
CADET COVMMAND NLT XXXXXXX
(XXXXxXX@ nmonroe. arny. ml) (XXX)  XXX=XXXX/ XXXXXXXXXXX

VALI| DATI ON STATEMENT:

| have reasonabl e assurance that the conbination of actions taking
pl ace within my brigade ensure that managenent controls are in place
and operating as intended.

Nane Dat e
Title Bri gade/

CHECKLI STS: The follow ng checklists have been conpleted for the
bri gade:

[ Cadet Command will |ist checklists due for the reporting year on the
copy posted to the website.]

BRI GADE SUMVARY:
of ( % SROTC conpleted all checklists as requi red by

CCR 11-2.
of ( % JROTC conpleted all checklists as requi red by

CCR 11-2.
The foll owi ng schools did not conplete their checklist requirenent:

nunber of SROTC i nspections conpleted this year.
nunber of JROTC i nspections conpleted this year.

WEAKNESSES FOUND/ ACTI ON TAKEN:

ACCOUNTABI LI TY: Managenent control responsibilities are in the
Bri gade Commander’s performance agreenent | AWCCR 11-2.

Figure 7-2. Format Brigade Report
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MANAGEMENT  CONTROL REPORT
SROTC BATTALI ON LEVEL

S: XX XXX XX
SUBM T REPORT TO YOUR BRI GADE

VALI DATI ON STATEMENT:

| have reasonabl e assurance that the conbination of actions taking
place wwthin my battalion ensure that nmanagenent controls are in place
and operating as intended.

Nane Dat e
Title
School

CHECKLI STS: The follow ng checklists have been conpl et ed:

[ Cadet Command will |ist checklists due for the reporting year on the
copy posted to the website.]

WEAKNESSES FOUND/ ACTI ON TAKEN:

ACCOUNTABI LI TY: Managenent control responsibilities are in the PM5
per f or mance agreenent | AW CCR 11-2.

Figure 7-3. Format SROTC Report
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MANAGEMENT  CONTROL REPORT
JROTC UNI T LEVEL

S: XX XXX XX
SUBM T REPORT TO YOUR BRI GADE

VALI DATI ON STATEMENT:

| have reasonabl e assurance that the conbination of actions taking
place wwthin my unit ensure that managenent controls are in place and
operating as intended.

Nane Dat e
Title
School

CHECKLI STS: The follow ng checklists have been conpl et ed:

[ Cadet Command will |ist checklists due for the reporting year on the
copy posted to the website.]

WEAKNESSES FOUND/ ACTI ON TAKEN:

Figure 7-4. Format JROTC Report
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Chapter 8
Job Performance Standards

8-1. Job performance
standards for control
responsibility. Every Arny
manager has a "performance
agreenent" that inherently
requires the exercise of
sound managenent control s.
However, in conpliance with
AR 11-2, managenent controls
shoul d be covered in the

per for mance agreenent
(standards) of individuals
who are general officers,

col onel s, |ieutenant
colonels, and nerit pay

enpl oyees. This includes
officials who establish and
nmoni tor execution of policies
and requirenents for the

aut hori zation, acquisition,
use and di sposition of
resources for which Arny
managemnment i s account abl e.

It al so covers those
assessabl e unit nmanagers who
personal | y execute and/ or
certify the results of
prescri bed checkli sts.

8-2. Responsibility.

a. In the past, Cadet
Command | eft the del egation
of managenent contro
responsibilities to the
di scretion of each region
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commander. However, based on
an audit finding, AAA
recommended that managenent
control standards be placed
in officer efficiency review
(OER) support fornms for al
Bri gade Commanders and
Professors of Mlitary

Sci ence (PM5); Cadet Conmmand
concurred with that
recommendat i on.

b. The managenent
control -rel ated content of
civilian and mlitary
per f or mance agreenents nust
be tailored to the relative
i mportance and ot her
ci rcunst ances associated with
each manager. The deci sion
concer ni ng whet her the
performance el enent is
critical, noncritical, or a
separate nunbered job el enent
will be left to the
supervi sor and
revi ewi ng/ approvi ng
of ficials.

c. Appendix B contains a
list of those positions
wi t hin Cadet Conmand HQ t hat
requi re a managenent contro
statement .
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Appendi x A AR 700- 84
Ref er ences | ssue and Sal e of Personal
Cl ot hi ng
Section |
Requi red Publications AR 710-2
Supply Policy Bel ow t he
OVB Circular A-123 Whol esal e Level
I nternal Control Systens
AR 710-3
AR 11-2 Asset Transaction Reporting
Managenment Contr ol System
AR 20-1 AR 735-5
| nspecti ons Pol i cies and Procedures for
Property Accountability
AR 25-400-2
The Modern Arny Recor dkeepi ng Cadet Command Reg 700-1
System Logi stics
AR 37-47 CTA 50-900
Cont i ngency Funds Cl ot hi ng and | ndi vi dual
Equi prent
AR 37-49
Budget Execution DA Cir 11-series
I nternal Control Review
AR 37-104-10 Checklists
Reserve Conponent Pay
Activities DA Cr 11-YR XX
Arny Managenent Control Pl an
AR 71-13
The Departnent of the Arny DA Pam 11-6
Equi prment Aut hori zati on and How t o Eval uate I nternal
Usage Program Control s and Devel op | nternal
Control Review Checklists
AR 145-1
SROTC Program DA Pam 25-400- 2
Modern Arny Recor dkeepi ng
AR 145-2 System (MARKS) for TCE and
JROTC Program Certain O her Units of the
Ar iy
AR 310-10
TDY Travel Orders DA Pam 385-1
Unit Safety Managenent
AR 385-10
Arny Safety Program DA Pam 710-2-1
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Using Unit Supply System

(Manual Procedures) SB 700- 20

Arny Adopted/ Qther Itens
DA Pam 738- 750 Sel ected for
The Arny Mintenance Aut hori zati on/ Li st of
Managenent System ( TAMVE) Reportable Itens
Appendi x B

Positions Wth Managenent Control Responsibility

Commandi ng Gener al
Chi ef of Staff
Secretary of the General Staff

Director, Marketing and Public Affairs
Chi ef, Marketing, Recruiting, and Advertising Products
Di vi si on
Chief, Public Affairs D vision

Director, Operations and Eval uation

Director, Resource Managenent and Logistics
Chi ef, Managenment and Logi stics Division
Chi ef, Program and Budget Division
Chi ef, Pay QOperations Division

Director, Training
Deputy Director
Chi ef, Education and Assessnent Division
Chi ef, Training Division
Commandant, School of Cadet Command

D rector, Personnel & Adm nistration
Chi ef, Personnel Managenent Divi sion
Chi ef, Personnel Actions and Standards Division
Chi ef, Schol arshi p and Accessions Division

Director, JROTC

Director, Infornmation Managenment

| nspect or Gener al

Arny National Guard Adviser

United States Arny Reserve Adviser
Command Sur geon

Nur se
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Appendi x C
I nstructions for Conpleting Checklists

1. The checklists in Appendi x D-H nust be conpleted annual ly by
t he appropriate assessabl e unit nanager.

2. There are situations where the Brigade can exenpt an
activity fromconpleting a checklist. For exanple, if a JROTC
unit does not have a Ceneral Services Adm nistration (GSA)
vehi cl e, they obviously should not conplete a checklist. O, if
a JROTC unit is provided postal service through the school, a
checklist is not needed.

3. These checklists are the test for mninmumcontrols at every
level. By answering YES, NO, or NNAto the test question and
providing notes in the allotted space, the revi ewer annotates
what the response is based on. This |leaves an audit trail for
new managers or for inspection teans.

4. \Wen answering the test questions, all NO responses nust be
expl ai ned. The justification should be concise--expl aining why
the control is inadequate or not working. Note what is being
done to fix the situation. |If the situation is not correctable,
a short explanation of what alternatives are being used to

mai ntai n control should be part of the checklist.

5. The conpl eted checklist, coupled with the signature of the
operating nanager, attests to the fact that managenent controls
are in place and operating.

6. File the conpleted checklist.

7. A gquestion has been added to Cadet Command Reg 145-8,

| nspections, to record the date of the nmanagenment contr ol
checklists on file at the activity. |If an exenption to
checklists has been provided by the brigade, a copy of that
exenption should be kept in the activity's managenent control
files.
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Appendi x D
School Fund Control Checkli st

1. Function. The function covered by this checklist is

adm ni strati on of nonappropriated funds (unit funds and official
hosting and representation funds), school provided support
funds, and fund raiser accounts.

2. Purpose. The purpose of this checklist is to assist SROTC
and JROTC schools in evaluating the key managenent controls
listed below, it is not intended to cover all controls.

3. | nstructi ons.

a. These managenent controls nust be eval uated annually.
Al questions wll not apply to all schools; answer those
gquestions that apply to your activity. |If you receive no funds
fromthe Arnmy and your school controls your expenditures through
their own system of accountability, you do not need to conplete
this checklist.

b. Answers nust be based on the actual testing of key
managenent controls (e.g., docunent analysis, direct
observation, sanpling, etc.). Answers which indicate
deficienci es nust be explained and corrective action indicated
i n supporting docunentation.

4. Test Questions.

a. Has a battalion/unit fund manager (and alternate, if
needed) been appointed in witing?

b. Is there sonmeone other than the battalion/unit fund
manager (or alternate) designated in witing as the certifying
of ficer?

C. Is there a current SOP which covers at a m ni num

(1) How nonappropriated funds, school provided support
funds, and nonappropriated funds are obtai ned?

(2) Docunenting procedures (receipts and
di sbursenents) ?

(3) Appointnment of battalion/unit fund manager,
alternate fund manager (if needed), and certifying officer?
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(4) Responsibilities of each individual (separation of
duties)?

(5 Review of expenditure (voucher used for purchases)
or reconciliation (cash or blank check used for purchases)
procedures?

(6) SROIC PMs and JROTC DAI/ SAI/ Al invol venent ?

(7) Control of school-issued credit card, to include
its possession when not in use?

d. Is there a policy and precedent file which includes
directives fromthe school ?

e. Are Cadet Conmmand, region, brigade, and school
gui delines followed for all expenditures?

f. Are all expenditures approved by the SROTC PM5 or JROTC
DAl / SAI ?

g. Are blank checks or "petty cash" kept in a secure area
with limted access?

h. Are receipts, with supporting docunentation attached,
kept on file for at least three years (two previous and current
year) ?

i. |s the person who authorizes paynents different fromthe
person who prepares, signs, or nmails checks?

] . Does the person signing checks perform any of the other
check processing functions?

k. |Is the battalion/unit account reviewed by the SROIC PMS
or JROTC DAI/ SAl once a nonth?

|. Has the region or brigade inspected fundi ng procedures
within the last 18 nont hs?

m | f weaknesses were di scovered, were corrective actions
reported to the regi on headquarters?
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Appendi x E
Post al Servi ce Checkli st

1. Function. The function covered by this checklist is
adm ni strati on of Cadet Command funds provided for postal
servi ces.

2. Purpose. The purpose of this checklist is to assist SROTC
and JROTC schools in evaluating the key managenent controls
listed below, it is not intended to cover all controls.

3. | nstructi ons:

a. These managenent controls nust be eval uated annually.
Al questions wll not apply to all schools; answer those
guestions that apply to your activity. |If your school provides
your postal support (i.e., you receive no funds or stanps from
the Arny), you do not need to conplete this checklist.

b. Answers nust be based on the actual testing of key
managenent controls (e.g., docunent analysis, direct
observation, sanpling, etc.). Answers which indicate
deficienci es nust be explained and corrective action indicated
i n supporting docunentation.

4. Test Questions.

a. |s there a docunent such as an SOP, policy nenorandum
or a local regulation that briefly identifies the office
managenment control process for the postal progranf

b. Have copies of the appointnment nmeno and signature cards
for one primary and two alternates been provided to the
servicing finance and accounting office?

c. Are copies of the requesting nmeno or DA 3953 on file in
the activity for each cash request to purchase postage/services?

d. Are "running bal ances" kept for each regi on-approved
obl i gation account (e.g., those set up at the | ocal post office
| AWpermt requirenments, or reinbursable accounts with the
school / support installation)?

e. Are permt mailings used whenever |arge volunme nmailings

with uniformsize and wei ght are processed? (NOTE: JROIC UNITS
ARE NOT AUTHORI ZED PERM TS.)
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f. Are all business reply mailings preaddressed to Arny
activities only?

g. Are mailing lists reviewed and updated annually for
conti nued necessity?

h. Do contracts for printing and distribution contain
specifications for using the | east costly mailing services
consistent with priority of the material ?

i. Is unauthorized use of official mail reported and
reviewed to determ ne any appropriate rei nbursenment of postage
costs?

j. Is only one person given the responsibility for security
of stanps to prevent theft, m suse, waste, or |o0ss?

k. Are stanps secured in |ocked containers each night?

|. Rather than stockpiling, are odd sizes or unusable
denom nati ons of stanps used or given to the support
installation mail roonf

m Are reports reviewed by the senior official at the

submitting activity at |least quarterly to | ook for excessive
under/over use or possible abuse of program funds?
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Appendi x F
Local and Long Di stance Tel ephone Service Checkli st

1. Function. The function covered by this checklist is control
of local and |Iong distance tel ephone service.

2. Purpose. The purpose of this checklist is to assist SROTC
and JROTC schools in evaluating the key managenent controls
listed below, it is not intended to cover all controls.

3. | nstructi ons.

a. These managenent controls nust be eval uated annually.
Al'l questions will not apply to all schools; answer those
guestions that apply to your activity. |If your school provides
your local and | ong distance tel ephone service w thout
rei nbursenent, you do not need to conplete this checklist.

b. Answers nust be based on the actual testing of key
managenent controls (e.g., docunent analysis, direct
observation, sanpling, etc.). Answers which indicate
deficienci es nust be explained and corrective action indicated
i n supporting docunentation.

4. Test Questions.
a. Have controls been established to ensure tel ephones are
not used for unauthorized or unofficial telephone calls,

especially long distance calls (i.e., cadets calling hone)?

b. If bills are available, are tel ephone costs periodically
revi ewed?

c. Were available, are DSN |lines used i nstead of
comercial |long distance |ines?

d. Wen practical, are calls made during off-peak hours to
t ake advantage of |ower rates?

e. Are incomng collect calls accepted only on an energency
basi s or when conducting recruiting drives? (SROTC only)

f. Are credit cards used only when away from permanent duty
station and it is necessary to make official calls?
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Appendi x G
GSA Vehicl e Fl eet Managenment Checkli st

1. Function. The function covered by this checklist is
managenment and control of GSA vehicl es.

2. Purpose. The purpose of this checklist is to assist
activities wwth GSA vehicles in evaluating the key nanagenent
controls listed below, it is not intended to cover all controls.

3. | nstructi ons.

a. These managenent controls nust be eval uated annually.
Al'l questions will not apply to all schools; answer those
guestions that apply to your activity. |If your school/activity
does not have a GSA vehicle, you do not need to conplete this
checkl i st .

b. Answers nust be based on the actual testing of key
managenent controls (e.g., docunent analysis, direct
observation, sanpling, etc.). Answers which indicate
deficienci es nust be explained and corrective action indicated
i n supporting docunentation.

4. Test Questions.

a. Has the Unit Vehicle Control Coordinator (UVCO
establ i shed a standard vehicl e managenent reference desktop
gui de? Does the desk top guide contain Command vehicl e use
policies, Arny regul ations, GSA Fl eet Federal Property
Managenment Regul ations (FPVMR), GSA website vehicl e managenent
policy updates, vehicle newsletters, vehicle inspection
checklists, a vehicle dispatch log, credit card procedures,
accident report forms, m | eage report procedures, GSA Fl eet Mnt
Center (FMC), Maintenance Control Center (MCC), Brigade, Cadet
Command poi nt of contact phone nunbers, etc.?

b. Do the nunmber and type of assigned activity vehicles
mat ch aut hori zation on the region table of distribution and
al | omances (TDA)?

c. Are requests for initial/additional/change of vehicle
type justified on a DA Form 4610-R, endorsed by the Brigade
Commander, approved and funded by Cadet Command before the
supporting GSA FMC is contacted for support?
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d. Does the Brigade Fleet Manager (BFM provide a statenent
with the DA Form 4610-R stating that a brigade fleet analysis
was performed and there are no excess vehicle authorizations or
vehi cl es accunul ating very low utilization levels available to
transfer to the activity requiring an additional vehicle or
vehi cl e upgrade?

e. Does the UVCC request Brigade Conmander approval and
funding for short-term (less then 60 days) commercial |ease
vehi cl es? Does the UVCC request Cadet Command (ATTN. ATCC RR)
approval and funding for short-termuse GSA FMC vehi cl es?

f. Are requests for vehicle accessory equi pnent or
nodi fications (1 AW TM 38-600, Appendix G and FPMR 101- 39. 304)
endorsed by the Brigade Comrander, approved and funded by Cadet
Command (ATTN:. ATCC-RR) before the supporting GSA FMC i s
contacted for support?

g. Are nonthly mleage reports made utilizing the GSA
Fleet’s “M | eage Express” website M| eage Reporting Systen? |If
GSA Form 494 (Monthly Motor Vehicle Use Record) is used, is it
sent to GSA by the 15'" of each nonth? Are entry errors, e.g.,
activity nane, two digit fund code errors corrected on the form
before the m | eage report is made?

h. Does the U/CC utilize the GSA Fleet’'s “Reports Carryout”
website Vehicle Fleet Inventory Database Report to assist in
managi ng assi gned vehicl es?

i. Is the GSA vehicle fleet m scell aneous managenent
information | ocated on the ROTC RM website used to hel p manage
the vehicles? |I|s the Cadet Conmand Fl eet Managenent | nformation
System (FM S) vehicl e database report pertaining to activity
vehicles | ocated on the website downl oaded each nont h?

j. Are drivers routinely perform ng operator preventive
mai nt enance i nspections | AW TM 38-600, para 6-3, e.g., checking
fluid |l evels, air pressure, cleanliness, accident fornms and
checking for body damage before operating activity assigned
vehicles (ref CC Form 215-R, Jan 00)?

k. Before vehicle repairs are schedul ed for assigned
vehicles, is authorization and a purchase order nunber obtai ned
fromthe supporti ng GSA MCC?

. Are vehicle accidents, incidents, and vehicle abuse
damages reported to the proper authorities, investigated and
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appropriate corrective action taken | AWAR 735-5, Chapters 13
and 14?

m Are daily use vehicle dispatch records/| ogs naintained
to control vehicle use | AWTM 38-600, para 5-8, at the activity
| evel , sunmer canp operations, and for Gol dm ner/ Nurse
recruiting trips (ref CC Form 215-R, Jan 00)?

n. 1Is a vehicle fleet managenent program sel f-inspection
review (to include conpletion of this checklist) perforned
annual ly at each activity with vehicles assigned?

0. Does each person authorized to operate a GSA vehicle
have a valid state driver’s license in their possession? Does
each person transporting hazardous materials (HAZMAT) have a
HAZMAT endorsenent to their Commercial Driver’s License
(CDL)/ Optional Form 346 in their possession?

p. Is the overall vehicle use within the Cadet Command
budget allocation |evel of 1100 mles per-nonth/ 13,200 nmles
per-year per-vehicle? Are requests to exceed the m | eage
al | ocati on approved by the BFW?

g. Are one-tine requests to exceed the Perm ssible
Operating Distance (POD) of 100 mles in one direction approved
by the Brigade Fl eet Manager? (Goldm ner, nurse and JROTC
recruiters, brigade commanders, and cadre making recurring trips
to the support installation to pickup supplies are exenpt from
POCD [imtations.)

r. Is there a current Gol dm ner/Nurse Domcile-to-Duty
(DTD) SECARMY determ nation authorization on file at the
activity for recruiters requiring DID authority? SECARMY DID
authority is valid for two years. Are requests for renewal sent
to Cadet Command six nonths prior to expiration | AWAR 58-1,
para 4-47?

S. Are credit cards renoved, vehicles |ocked, and parked in
a safe, secure authorized area when not being used?

t. Are vehicles schedul ed for periodic nmaintenance and
delivered to the mai ntenance vendor for service on the
date/ m | eage due as indicated on the GSA Form 3478 (Mot or
Vehi cl e Service Authorization)?
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u. Are reports of alleged driver vehicle m suse
i nvestigated and appropriate corrective action taken (ref AR 58-
1, para 1-4)?

v. Are vehicle accidents, incidents, abuse danmages
accounted for by a Report of Survey, Comrander’s Statenent or a
Cash Col | ection Voucher (ref AR 735-5, Chapters 13 and 14)7?

w. |s Cadet Conmand (ATTN. ATCC-RR) provided a copy of the
final Battalion/Brigade Conmander report relieving/charging the
i ndi vi dual responsible for vehicle damage/ unaut hori zed credit
card use charges, etc., that are billed to Cadet Command on the
GSA Vehicle Billing Statenent (GSA Form 2529)? Have GSA vehicle
drivers been told the dollar amount limt and what itens they
can and cannot purchase wth the U S. Governnment Fleet Services
credit card?

x. Does the UWCC request a credit fromthe supporting GSA
FMC for all charges received on a GSA Form 2556 for |ess than
$100 unl ess the charge was for an unauthorized purchase?

y. |If a substitute vehicle is not provided when an assi gned
vehicle is down for maintenance over five work days, is the
supporting GSA FMC sent a request asking that the nonthly | ease
charge be discontinued until the vehicle is released fromthe
shop?

z. Are the followi ng regulations available for reference as
required?

DCOD 4500. 36- R (Managenent, Acquisition, and Use of WMbtor
Vehi cl es)

AR 58-1 (Managenent, Acquisition, and Use of Modtor Vehicles)

AR 600-55 (The Arny Driver and Operator Standardi zation Program

TM 38- 600 (Managenent of Adm nistrative Use Mtor Vehicles)

CCR 700-1. Chap 6 (ROIC Standardi zed Logi stics Procedures)

Are the followi ng forns being processed as required?

CC Form 215-R (GSA Vehicle Condition Report and Daily
Utilization Record)

DA Form 4610- R (Equi prent Change in MIOE/ TDA)

DA Form 4697 (Departnent of the Arnmy Report of Survey)

SF Form 91 (I'nvestigation Report of Mtor Vehicle Accident)

GSA Form 312 (Di spatch Transacti on)

GSA Form 494 (Monthly Motor Vehicle Use Record)

GSA Form 1152 (Vehicl e Assignnent/ Term nati on Transacti on)
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GSA Form 2080 (I nvoice Discrepancies/ Vehicle Repairs or
Credit Card Purchases)

GSA Form 2556 (M sc. Charges & Adjustnents Transaction)
GSA Form 3478 (Motor Vehicle Service Authorization)

aa. Are activity vehicles, operator packets, assigned
equi pnent and credit cards signed for on GSA Form 1152? Has a
| ong-term (over 60 days) vehicle assignnent file been
established? Is a copy of each GSA Form 1152 in the file?
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Appendi x H
Logi stics Checkli st

1. Function. The function covered by this checklist is
managenent and control of the logistics operation at battalion
and unit |evel.

2. Purpose. The purpose of this checklist is to assist SROTC
and JROTC schools in evaluating the key managenent controls
listed below, it is not intended to cover all controls.

3. | nstructi ons.

a. These managenent controls nust be eval uated annually.
Al questions wll not apply to all schools; answer those
guestions that apply to your activity.

b. Answers nust be based on the actual testing of key
managenent controls (e.g., docunent analysis, direct
observation, sanpling, etc.). Answers which indicate
deficienci es nust be explained and corrective action indicated
i n supporting docunentation.

4. Test Questions. (This is the same checklist published in
CCR 145-8, Organi zational I|nspection Program used to inspect
ROTC activities.)

Command Supply Discipline Program

a. Has the CSDP nonitor been designated (nmust be soneone
ot her than the PBO) ?

b. 1Is there a record on file of a logistics inspection or
assi stance visit conducted by brigade, regi on or HQCC?

c. Have findings, discrepancies and shortcomngs cited in
| ast inspection or assistance visit been corrected?

d. Is the CSDP nonitor conducting inspections, and are
copi es of the inspections being maintained on file?

Appear ance and Managenent .

a. Layout and organi zation.

(1) Does the office present a neat appearance and
pr of essi onal at nosphere?
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(2) Are all itens to be turned in tagged to indicate
what disposition is being taken (e.g., turn-in)?

(3) Are all fire, safety, and physical security
st andards bei ng net?

(4) |Is the storage organi zed so that the space is fully
used?

b. Does the unit maintain a current standing operating
procedures (SOP) for internal operations?

c. Are the supply files established and mai ntai ned | AW AR
25-400- 27

d. Publications and authorization docunents.
(1) Are all required publications and technical manuals
on hand (hard copy or accessible through the internet) or on

order?

(2) Are all equipnent authorization docunents on hand
and current (TDA, CTA, etc.)?

(3) Do itenms on hand or on order exceed current
aut hori zations?

(4) Are authorized all owances on the property book
reconciled with authorization docunents annually, and is
commander's statenment on file in front of the Property Book?

e. Training.

(1) Is unit training conducted for supply personnel in
their skill |evels?

(2) Are training records nmaintained to reflect
technical training for supply personnel ?

Mat erial Accountability.

a. Property Book Accountability.

(1) Does the battalion maintain a property book?
| f YES, continue bel ow begi nning at paragraph b.
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(2) If Primary hand recei pt hol der (PHRH) of
Consol i dated Property Books, skip to itemd and continue as
appl i cabl e.

b. Non- Expendabl e Equi prent Accountability.

(1) Has the current commander appointed the PBO if so,
is a copy of the appointing nmenmorandumfiled in the active
property officer designation file with the property book?

(2) Are entries in the property book supported by the
docunent register and docunent supporting file?

(3) Are all itens recorded in the property book as on
hand, either issued on a valid hand receipt or in storage under
control of the PBO?

(4) Are DA Fornms 3161 on hand to support | ateral
transfer?

c. Maintaining docunent registers and due-in suspense
files.

(1) Are expendabl e/ durabl e and non- expendabl e docunent
regi sters kept?

(2) Is anen filed with the docunent register
designating a block of serial nunbers for the using el enment?

(3) Is there a status card on file supporting every open
entry in the docunent registers?

(4) Are open docunent nunbers carried forward?
(5 Are the due-in status files kept?

(6) Are docunments that were posted to the property book
mar ked “Posted” “Dated” and initialed by the posting individual?

(7) Do receipt docunents for supplies/equipnent reflect
in the appropriate blocks the signature, rank and Julian date?

(8 Are serial nunbers posted to recei pt docunent when
appl i cabl e?
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(9) Are all serial nunbers and publication data |isted
on the property book for an itemreflected on the hand
recei pt/ sub-hand receipt?

(10) Are copies of receipt docunents being forwarded to
support installation within three working days?

(11) Does the commander or designee personally approve
all high priority requests?

(12) Does the docunent file contain a
statenent signed by the PBO about each m ssing docunent?

(13) Can transactions be validated by matching entries in
the property book with supporting docunents in the docunent
file?

(14) 1s a nonthly reconciliation with SSA conducted on
al | outstandi ng requests?

d. Hand receipt/sub-hand recei pt procedures.

(1) Are hand receipts/sub-hand receipts including
tenporary hand recei pts established, maintained, and updated for
all property book itens not under control for the Primary Hand
Recei pt Hol der (PHRH)?

(2) Are the signature and rank of the sub-hand receipt
hol der (acknow edgi ng responsibility) and the date entered on
t he sub-hand receipt?

(3) Are all serial itens reflected on the sub-hand
recei pt?

(4) |Is property being | oaned between units w thout
proper docunentation or changes to the sub-hand receipt?

(5 Are sub-hand receipt fornms filed in a separate
jacket file for each sub-hand recei pt hol der, and each file
clearly identified?

e. Request, issue, and turn-in of supplies.

(1) Are all TDA itens on hand or on request authorized?

(2) Is unit follow ng support installation procedures
for requesting, issuing, and turn-in of supplies and equi pnent?
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(3) Are itenms that have been turned in and no | onger
required deleted fromthe TDA docunent?

f. | nvent ori es.

(1) Has informal accountability been established for
wai vered property ($2500 or |ess)?

(2) Has the annual inventory for waivered property
($2500 or |ess) been conducted within the past year?

(3) Was the inventory conducted at the end of the
school year for RPA funded cl othes and OCI E? (When PHRH | AW
Cl PBO i nstructions?)

(4) Was an inventory of property book itens conducted
| AW CI PBO i nstructions?

(5) Battalion PBO  Upon conpletion of inventories and
if losses are discovered, is the adjustnment action taken within
prescribed tine frane?

(a) Has the annual 100 percent inventory been conducted
within the past year? (Inventory should be one year from
previous inventory and can be acconplished on a cyclic basis).

(b) Is a copy of the 100 percent inventory on file at
the unit and was a copy forwarded to Bri gade?

(c) Are sensitive itens (except weapons and anmuniti on)
listed on the property book inventoried quarterly?

(d) Does the responsible officer conduct nonthly seri al
nunber inventories of weapons? (The inventory should not be
done by the sane person in consecutive nonths.)

(e) Are serial nunbers verified against the property
book?

(f) Has the extension been granted if nore than 30 days
has el apsed before the PBO PHRH MPC conpl eted t he change of
PBQ PHRH MPC i nvent ory?

(g) Are weapons and anmmunition physically inventoried
when t he weapons storage areal/container is opened or when the
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responsibility for the custody of the arns storage facility keys
are transferred?

f. Accounting for Losses: Report of Survey (ROS)
St at enent of Charges (SC), Cash Coll ection Voucher (CCV), and
Adm ni strative Adjustment Report (AAR).

(1) Are ROS for all lost, danaged, or destroyed itens
prepared and processed within the required tine frane by the
battalion?

(2) Are ROS for lost itens forwarded in a tinmely manner
to the CIPBO for assignnent of a docunment nunber?

(3) |Is copy of the ROS held in suspense file pending
recei pt of conpleted copy?

(4) Is supply roomnotified by cadre in witing when a
cadet drops fromthe program and is notification within a
reasonable tinme frame?

(5 Didthe supply section conply within the 45-day tine
[imt for initiating recovery of clothing and equi pnent?

(6) Didthe supply section conply with the 15-day tinme
limt for initiating ROS for itens, other than clothing and
OCIE, that were | ost, damaged, or destroyed?

(7) Does the supply section have a suspense file to keep
control of letters going out to recover clothing?

| f not, how do they keep up with the 45-day suspense and 5-15
day initiation tinme for ROS?

(8) Are personnel briefed as to their options for
accounting for |ost, danmaged, or destroyed property prior to the
paynent of cash using a SC or CCV?

(9) |Is a CCV or SC processed for |ost, damaged, or
destroyed expendabl es durables as well as non-expendabl es?

g. Funded cl ot hi ng and equi prent procedures.
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(1) Does supply section have a current roster of cadets
(by category [ SROTC/ Basi c/ Advanced]) on file in the supply roonf

(2) Has the unit established informal accounting
procedures for RPA funded cl ot hi ng and equi pnent ?

(3) Is aclothing record (DA Form 3645-1) established
for each cadet (cadets issued clothing/equipnment) assigned to
the battalion (including DA Form 3645 for organi zational itens)?

(4) Are CCVs processed for sale of mlitary clothing
itens?

The foll owi ng questions apply to cadre only:

(5 Are the bel ongings of personnel absent, (e.g.,
hospital, AWOL), inventoried and saf eguarded?

(6) If an individual is dropped fromthe rolls, has the
unit turned in all mlitary itens to the appropriate activity?

(7) |If absentee baggage is on hand, is the original copy
of the inventory inside the container?

Logi sti cs Managenent.

a. OCE (applicable to SROIC battalions only).

(1) Has unit established informal accounting procedures
for OCIE?

(2) Are authorizations for OCIE (field gear) managenent
consi stent with geographi c zones?

(3) Is only mninmmessential stockage of OCIE on hand
for m ssion acconplishnent?

(4) 1Is OCIE collected within 72 hours after each FTX?
b. Control of excesses (non-expendabl e and expendabl e).

(1) |Is excess property/equi pnent reported for cross
| eveling prior to turn-in to the SSA?

(2) Wen non-expendabl e property book itens are found to
be on hand, but not accounted for on the property book, is
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"Turned-In as Found on Post" or property accountability
est abl i shed?

c. Bonding/ proof of insurance (when applicable).

(1) Has the institution provided adequate surety (bonds
or insurance) in those cases where the institution retains
accountability for Federal property?

(2) I's the bond reviewed every 3 years?
(3) I's proof of insurance reviewed every year?
d. Ammunition.

(1) Does the battalion conply with the provisions of Cdt
Crd Reg 700-1, relative to accountability and nmanagenent of
cerenoni al and training anmunition?

(2) I's supporting installation's and hi gher headquarter's
gui dance bei ng adhered to in forecasting, requesting, and
turning-in expended residue and excess amunition?

(3) I's ammunition (to include pellets) stored in a
secured area or container?

e. Qperational rations. NO OPERATI ONAL RATI ONS SHOULD BE
ON HAND FOR MORE THAN ONE YEAR W THOUT HAVI NG THE RATI ONS
| NSPECTED BY THE SUPPORT | NSTALLATI ON' S VETERI NARI AN. ( SROTC

only).

(1) Are operational rations on hand at the battalion
specifically identified for a training exercise?

(2) Do the nunber of meals on hand and consuned (DA Form
3032) equal the nunber shown on the receipted docunent (DA Form
3161) ?

(3) Are operational rations stored in a secured area,
stacked a mninmumof 6 inches off the floor, and 24 inches away
fromthe wall?

(4) |Is proper dunnage used?

(5) Are lot nunbers and date pack facing toward storage
ai sl e?
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(6) Are payroll deductions or CCV (for cadre) submtted
on cadre authorized to subsist?

d ossary

Section |
Abbr evi ati ons

AAA Arny Audit Agency

APF appropri ated funds

ARNG Armmy National Guard

AUM Assessabl e Unit Managers

BOAC Billed Ofice Account Code

ccv Cash Col | ection Voucher

CDL Commercial Driver's License

CG commandi ng gener al

CBS- X conti nui ng bal ance system - expanded

CTA conmon table of allowance

DAl Director of Arny Instruction

DFAS Def ense Fi nance and Accounting Service

DODSASP Department of Defense Small Arns Serialization
Program

DTD domcile-to-duty

FAO finance and accounting office

FPVR Federal Property Managenent Regul ation

GAO general accounting office

GSA General Services Adm nistration

| AW in accordance with

| G i nspect or gener al

| RAC I nternal Review and Audit Conpliance

JROTC Juni or Reserve O ficer Training Corps

MACOM maj or Arny conmand

MCP managenent control plan

MO Menor andum of I nstruction

MPC mlitary property custodian

NAF non- appropri ated funds

OoCl E or gani zati onal clothing and individual
equi pnent

CER of ficer efficiency reviews

OH&R official hosting and representation

ac of ficer in charge

PBO property book officer

PCC poi nt of contact

PMS Professor of MIlitary Science

Rl CC reportable itemcontrol code

RMVD Resour ce Managenent Directorate/Division
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ROTC Reserve O ficer Training Corps

R'S report of survey

SAl Senior Army Instructor

SASSO smal|l arns serialization surety officer

SOoP standard operating procedure

SGS Secretary of the General Staff

SROTC Seni or Reserve O ficer Training Corps

SSSC sel f service supply center

TDA tabl e of distribution and all owances

USAR United States Arny Reserve

USPS United States Postal Service

TRADCC United States Arny Training and Doctrine
Command

STEWART W WALLACE

Maj or General, United States Arny

Commandi ng

OFFI CI AL:

(si gned)
JOHN W CORBETT
Col onel, GS
Chi ef of Staff
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Publ i shed to www. rotc. nonroe. arny. m |
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